TRAVEL REIMBURSEMENT
EFFECTIVE JANUARY 1, 2006 ANY REIMBURSEMENT NOT COMPLETED WITHIN 60 DAYS WILL BE REPORTED AS TAXABLE INCOME
Complete Notification of Travel form prior to traveling. Return to Marcia Miller in Room 38. She will obtain signatures for approval. ALL RECEIPTS MUST BE ORIGINAL – IF YOU DO NOT HAVE ORIGINALS- PLEASE GIVE EXPLANATION (LOST, DID NOT GET RECEIPT, ETC.).
Foreign National:________________  U of I Employee:_______________  Non-Employee:_______________
NAME_______________________________________________      DATE_____________________________

UIN#________________________         Campus Mailing Address____________________________________

                    Required                                                                                                  Required
Mode of travel:   Univ Car_______  Personal Car________  Air________   Train_______  Other_________

Rental Car: should be approved in advance by department – if not, please give justification for rental  

Date of Travel:_________________   In State:_______     Out-of-State______   International:____________
Reason for Travel:__________________________________________________________________________
Time of Departure:___________  Destination:__________________________ Time of Arrival:__________
Return Date:_______________  Time of Departure:_____________________ Time of Arrival:__________

Times are used to determine your per diem for meals.   Please use the time you left from home and returned.
Mileage:

 Home to airport:__________ miles round trip 

              Home to destination(if you used personal car:_____________round trip

Travel Advance:  None:______________      $ Amount received:________________

For foreign travel we need a complete itinerary of travel.  This is crucial for per diem rates.  
Hotel Bill: Submit receipt marked PAID//ZERO BALANCE by hotel; or if not marked, attach your charge receipt                                   or cancelled check.  PROOF of conference hotel must be attached to your reimbursement information. Brochure, web listing, pamphlets or registration booklet.
Airline Passenger Receipt: Submit the receipt with this title on it rather than the boarding pass.

Rental Car Receipt:  Submit the receipt for rental car – University does not reimburse for insurance.

Miscellaneous Receipts: Receipts for amounts over $10 are required. 


Example: meals, taxi, shuttle airport parking fees, toll charges, bridge fees, storage, baggage handling



   other tips. Include meal receipts only if not claiming per diem. ( TO BE REIMBURSED FOR A BUSINESS LUNCHEON OR  DINNER YOU  MUST HAVE AN ITEMIZED BILL FOR THE FOOD/DRINK – NO EXCEPTIONS)
If you do not have  receipts – A University of Illinois – Missing Receipt Affidavit Form must be filled out and signed by traveler and the department head.

Registration Fee (if applicable):  Include only if you paid this fee yourself.
For PerDiem – Indicate by check marks meals provided
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